President’s Cabinet MT. SAN ANTONIO COLLEGE — HUMAN RESOURCES
December 2, 2025 REQUEST TO FILL — STAFF and ADMINISTRATIVE POSITIONS
(Instructions for completing this form begin on page 2)

@Classiﬁed OConﬁdentiaI DAdministrative
DTemp Special Projects Administrator (see AP 7135) @Out-of—Class Assignment

Position: Coordinator, Printing Services FTE (%): 100
A Division: Administrative Services Department: Printing Services
Term (month/year): 12 Salary Schedule (Range): A-95

Work Schedule (Days, Hours): 7:30 am-4:30 pm

B Previously Budgeted Position - Vacant (Incumbent Separated/Separating)
Incumbent name: Craig Hobson Last date of employmen

. 12/31/2025

Reason for vacancy: Retirement
Newly or Previously Budgeted Position - Never Filled

Fiscal Year Budget Approved: Budget Source (e.g., NRA, Grant Name):

Out-of-Class Assignment Reason(Incumbent on Leave (¢) Vacancy (O)Back-Fill

c Rationale/Operational need for and consequence of not, filling this position (attached additional page if needed):

The incumbent is retiring in December, leaving essential operational duties unassigned. This position carries specialized functions that cannot be absorbed by existing staff.
Without temporary coverage of these duties, Printing Services will be unable to maintain current operations. Printing Services will need to reduce hours, delay delivery of

instructional material student learning. Reduced services may also raise working-conditions concerns and potential bargaining
issues. An out-of-cla to ensure continuity of campus printing operations while the College conducts recruitment for the
permanent Coordinator position. mation.

oordinator, Printing Services
Area Vice President Initials:

D Budget information to fund this position:
Account Number: 11000-663000-211000-677000-2100 Amount: 100 % $140’338

Account Number: Amount: % S
Fund (check all that apply): @General Fund Unrestricted|:| Restricted Funds|:| Categorical[_] Grant[_]Temporary
|:|Annual renewal of this position is contingent upon the College’s receipt of continued funding.

Duration (grant/temporary funded):Beginning date: End date:

Comments / Please list any changes in the budgeted position (e.g. title, FTE, Term, etc.):

Fiscal Use Only: [ ]JFunding available |:|Funding not available | Position # Contract #

Signatures - print/sign/date (to be completed in numerical order):
Angelic Davis Angelic Davis ose 2611 18 22113 0800 11/18/2025

. Requesting Manager:

1

2. Division Vice President: J0¢ Dominguez {// (///Z;'% 11/19/25
3. Applicable Human Resources Manager: 7—D7§/ S@% MM _11/25/25
a4 J v
5

. Chief Compliance/Budget Officer:

. Vice President, Human Resources: Recommend to ﬁIIDY e|:| No (see attached rationale)
Initia Date

Reviewed-bythe President’s Cabinet, the following action was taken on the above request:
D Approved to fill immediately O Approved to fill (enter date) D Denied

6. President/CEO:



https://www.mtsac.edu/governance/trustees/apbp/AP7135.pdf
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Joe Carbajal

MT. SAN ANTONIO COLLEGE

Purchasing, Printing, and Mail Services
2025-26

Angelic Davis

Special Project Manager
(Contracts)

Tiffany Chen

Procurement Specialist

Danielle Calhoun

Procurement Specialist

Diana Diaz

Administrative Specialist IlI

Ana Cisneros

Buyer

VACANT

Buyer

Director, Purchasing, Printing,
and Mail Services

Mail Services

Vacant*
Lead Mail Room Operator

Patricia Castillo
Mail Room Operator

Printing

Vacant **
Coordinator, Printing
Services

Peggy Amaro

Administrative Specialist IlI

Donna Rutherford

Lead Printing Services Tech

Brandon Smith

Printing Services Tech

Vacant

Printing Services Tech

* Clarence Tagarao Retirement as of 11/28/25
** Craig Hobson Retirement as of 12/31/25

Revised 11/19/25
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